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Utilities Overview

Use the Utilities tab functions to exchange data with CDC and to maintain VACMAN database tables for optimal
performance. Access these functions from the VACMAN At a Glance - Utilities tab or the Utilities menu options.
The following table describes these functions.

Function Description Recommended
Frequency
Exchange Data with the | Receive status updates from CDC, and transmit new orders to Daily

CDC via the Internet

CDC, via the CDC Secure Data Network (SDN).

Backup Database Tables

Make a copy of your current data. (*)

The person performing this function must have exclusive access
to the VACMAN system; other users must exit the system.

Daily; especially
after Exchanges

Pack Database Tables Delete VACMAN records that have been marked for deletion. Weekly
The person performing this function must have exclusive access
to the VACMAN system; other users must exit the system.
Restore Database Retrieve the most recent backup copy of your data. Do this in As needed
Table(s) from a Back up | the event of data corruption or system malfunction. (*)
file The person performing this function must have exclusive access
to the VACMAN system; other users must exit the system.
Data Doctor Do any of the following: As needed
Search for corrupted tables, re-index tables, and re-calculate
inventory.
The person performing this function must have exclusive access
to the VACMAN system; other users must exit the system.
Display VACMAN file View your current VACMAN system version number, and the As needed
locations locations of your VACMAN database, configuration and other
files, and system resources.
Run another program — | Make mass changes to telephone numbers in your system when | As needed
Area Code the telephone company changes or adds area codes.
The person performing this function must have exclusive access
to the VACMAN system; other users must exit the system.
Run another Program — | Involves direct access to your database. Contact the VACMAN | As needed
Surgery Help Desk for assistance.
The person performing this function must have exclusive access
to the VACMAN system; other users must exit the system.
Import Data into Bring data into VACMAN,; e.g., from a spreadsheet. As needed
VACMAN The person performing this function must have exclusive access
to the VACMAN system; other users must exit the system.
Export Data from Send data from VACMAN; e.g., to a spreadsheet. As needed

VACMAN

The person performing this function must have exclusive access
to the VACMAN system; other users must exit the system.

(*) The CDC VACMAN team cannot restore databases. Your project must keep current backups in order to

restore your database.
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Figure 6 —1. Utilities tab.
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Data Maintenance
Backup and Pack Database Tables

These two functions, backup database tables and pack database tables, share the same screen. Back up data on a
daily basis, especially after exchanges with CDC. Pack data at least weekly.

o The VACMAN backup function backs up files in your database.
e The VACMAN pack function purges records that you have marked for deletion.
e Backup and pack functions can be performed either independently or together.

When you perform a restore function, the system automatically prompts you through an additional backup and
pack before the restoration begins.

If you are not able to perform the backup or pack function, contact the VACMAN Help Desk.

Note: The CDC VACMAN team cannot restore databases. Your project must keep current backups, in the
event that you have to restore your database.

Figure 6 —2. Backup and Pack Databases screen, both functions selected.

+ Backup and Pack Databases -0l x|

Last Backup of all databases: Friday, January 1, 2004 14:18:36

Function: Backup Pack

All other users must EXIT VacMan in order to hackup and.or pack the tahles.

Continue ¢ Cancel
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Backing Up Database Tables

System and power failure, transmission failure, user error, and other events can cause loss or corruption of your
data. As a precaution against those instances, the backup function copies all VACMAN tables onto your servers.
Your most recent backup is what you retrieve when you need to restore data.

The more current the backup, the less data you lose.

Notes:

e The VACMAN team recommends that you backup after each exchange of data with CDC. This ensures that
your system would reflect current order status after a restore.

e The VACMAN team recommends that you backup at least once a day; e.g., at close of business, regardless of
whether you exchanged data.

e The system prompts you through a backup when you perform the restore function.

e The VACMAN team recommends backing up prior to certain other VACMAN functions. The backup function
is referenced in the applicable topics.

Unless you specify otherwise, the system stores backup files in your project’s VACMAN data directory.

Backup file names

Each backup routine copies all of your VACMAN tables into a . ZIP file. The VACMAN system automatically
names each backup file according to the current date. The file name format is: yyyymmdd. zip .

However, if you perform multiple backups on one day, rename each backup file with a unique, identifiable name.
Include the date, but incorporate the time, or such identifiers as POSTX (after exchange of data with CDC) or COB
(close of business day).

Examples: yyyymmddpostx.zip, yyyymmddcob.zip
Use these instructions to back up your database tables.
Prerequisite

The person performing this function must have exclusive access to the VACMAN system. This means that no
other users should be logged in to the system during the process.

Step | Action
1 | Ensure that no other users are logged into the VACMAN system.
2 | Onthe VACMAN At a Glance screen, click the Utilities tab.
Result: The system displays the Utilities tab.
3 | On the Utilities tab, click the Backup and/or Pack Database Table(s) option.

Result: The system displays the Backup and Pack Databases screen. The screen indicates the date of
the last backup of all databases.

4 | On the Backup and Pack Databases screen, click the Backup check box.

Note: You can choose both the Backup and Pack functions. If you do, the system performs the
backup routine first. See the previous topic.

5 | Click the Continue button.
Results: The system does the following:
o Indicates that each of these functions apply to all databases. Click the OK button.

o Displays a standard Windows® Save As screen. It indicates the system’s default backup file name
and location. The default file name is yyyymmdd. zip.
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Step

Action

On the Save As screen, do any of the following:
e Accept the default backup location and file name.

¢ Navigate to another backup location. To do this, click the Open button; then navigate to the
appropriate destination. The VACMAN team recommends that you do not backup to the C drive.

e Give a unique name to backup files that are generated on the same date.

On the Save As screen, click the Save button.
Result: The system does the following:
¢ Indicates that that the system is preparing files for backup.

e Prompts you to make certain other users have exited the VACMAN system; click the OK button
to continue.

¢ Indicates the progress of the archiving process.
¢ Indicates that the backup is complete.

Do each of the following:
¢ Click the OK button to close the indicator box.
e Press the Cancel button to exit the backup function.

Note: If you selected both the Backup and Pack check boxes, the system immediately begins the
pack process. Go to the next topic, “Packing Database Table(s).”




VACMAN 3 User Guide
Chapter 6 - Utilities

Packing Database Tables

The pack function deletes all records that have been marked for deletion, and then re-indexes the database tables.
This function optimizes VACMAN performance by eliminating unneeded records.

As you work with VACMAN records, use the Delete ¥ button to mark unneeded records. The system does not
actually purge them until you perform this pack routine.

Note: The VACMAN system handles vaccine orders that are marked for deletion differently. They are purged
each time you exchange data with CDC.

Use these instructions to pack your database.

Prerequisite

The person performing this function must have exclusive access to the VACMAN system. This means that no
other users should be logged in to the system during the process.

Step | Action
1 | Ensure that no other users are logged into the VACMAN system.
2 | Onthe VACMAN At a Glance screen, click the Utilities tab.
Result: The system displays the Utilities tab.
3 | On the Utilities tab, click the Backup and/or Pack Database Table(s) option.
Result: The system displays the Backup and Pack Databases screen.
4 | On the Backup and Pack Databases screen, click the Pack check box.

Note: You can choose both the Backup and Pack functions. If you do, the system performs the
backup routine first; see the previous topic.

5 | On the Backup and Pack Databases screen, with only the Pack box checked, click the Continue
button.

Result: The system does the following:

e Purges all records that have been marked for deletion
o Displays progress indicator messages

o Displays a progress complete message

6 | Do each of the following:

e Click the OK button to close the message box.

e Press the Cancel button to exit the backup function.
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Restoring Data

System and power failure, transmission failure, user error, and other events can cause loss or corruption of your
data. As a precaution against those instances, the backup function copies all VACMAN tables onto your servers.
Your most recent backup is what you retrieve when you need to restore data.

The more current the backup, the less data you lose.
Use these instructions to restore your data.
Prerequisite

The person performing this function must have exclusive access to the VACMAN system. This means that no
other users should be logged in to the system during the process.

Step | Action
1 | Ensure that no other users are logged into the VACMAN system.
2 | Onthe VACMAN At a Glance screen, click the Utilities tab.
Result: The system displays the Utilities tab.
3 | On the Utilities tab, click the Restore Database Tables(s) from a Backup File option.
Result: The system does the following:
e The system automatically initiates a pre-restore backup and pack procedure.

e The system superimposes a Save As screen over the Restore data from Backup screen. The Save
As screen displays the default save-to location and file name.

e The system cautions you that backing up only to the C drive can result in loss of the backup. To
save to a different location, see Step 4; otherwise go to Step 5.

Figure 6 -3. Save As screen, superimposed over Restore data from Backup screen (Steps 1-3).

Flesture data from BacklUp B
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Savein | g Local Disk [C:] ~| « & cf EB-
| @00 Mot Deleted@ 1 My Music COwiINNT
|1 ElueZane (| Prograrn Files | WUTemp
| Default _|RECYCLER €3 20040204.ZIP
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Step | Action

4 | On the Save As screen, do any of the following:
e To save the backup file to a different location, navigate to the appropriate location.

e To change the default backup file name, key a unique name for this backup file in the Save
Vacman field. Do this if more than one backup file is being generated for the current date.

5 On the Save As screen, click the Save button to continue.
Result: The system does the following:
o Indicates that that the system is preparing files for backup.

e Prompts you to make certain other users have exited VACMAN. Click the OK button to
continue.

o Indicates the progress of the archiving process.
o Indicates that the backup is complete.

6 | Click the OK button to close the indicator box.
Result: The Restore data from Backup screen is accessible.

Figure 6 —4. Restore data from Backup screen (Steps 7-10).
Hesture data from BackUp

IMPORTANT !

Close all screens and have all users EXIT Vacman prior to Restoring data

Restoring databases requires all other users to EXIT VacMan prior to
overwriting existing databases, otherwise a failure or error may occur.

Destination folder to restore to:
COVACMANI'DATAY J

Cancel |

Select the hackup file to restore from:

7 | On the Restore data from Backup screen, select the top J button, Select the backup file to
restore from.

Result: The system displays a file selection screen, Open.

8 | On the Open screen, navigate to, and select, the zip file that is your most recent backup. This is the
data that the function will restore to your VACMAN system.

Then click the Select button.
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Step

Action

The VACMAN team recommends that you restore the backup data to the default folder, which
displays in the Destination folder to restore to: field.

If you need to restore to a different location, contact the VACMAN Help Desk for assistance.

10

Click the Continue button.

Result: The system does the following:

o Indicates the progress of the restore process.
o Indicates that the restore process is complete.

11

Click the OK button to close the indicator box.

10
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Data Doctor

The data doctor utility provides the ability to search for corrupted tables, re-index tables, and recalculate
inventory. You can perform these functions in any combination or independently. You also can select whether to
perform these functions on all database tables, or on selected database tables.

Prerequisite
The person performing this function must have exclusive access to the VACMAN system. This means that no
other users should be logged in to the system during the process.

Figure 6 -5. Data Doctor screen.

Data Doctor

I"iSearch for corrupted tables: & All database tables

" One database table:
IACTHEF j

" Re-index tables

™ Re-calculate inventory

Continue

Exit |

Search for Corrupted Tables

Corrupted tables occur when the table's record count is different from the physical number of records in the table.
When this occurs, the VACMAN system displays the message "Not a table/dbf." When you select the Data Doctor
Search for corrupted tables check box, and click the Continue button, the system searches and fixes either all, or
selected, corrupted tables.

Re-Index Tables

*.CDX represents an index file. While index files have the same name as their database files, each index file
contains a key that is separate from its database table. The Re-Index Tables field re-creates index files for the
database tables you select. If table navigation does not operate properly, your index files probably are corrupted
and you need to re-index them.

Recalculate Inventory

Note: The VACMAN team recommends that you perform a backup immediately before you recalculate
inventory.

When you recalculate inventory, the VACMAN system automatically replaces your old data files with new,

recalculated data files. These changes are permanent, and are recoverable only by restoring your entire system

from your last backup.

11
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Display File Locations
The File Locations screen displays information and locations of important VACMAN application files.

Figure 6 —6. File Locations screen.

=TET
File Locations

Yacman version Version.Release .Build =
(compiled on 021122004 ]

Vacman user Student
Original location of databases S’WACMANTRAININGZ2004
Location of WYacman application files  CXWACMANT
Memory in use by VacMan 64 MB
Start up configuration file  C:WACMANIWCONFIG.FPW
Location of temporary file space  CIDOCUME-1'studDL OCAL S~ 1Temp
FoxPro start up directory C:WINNTSYSTEM3 2
Current directory  S:WACMANTRAINING2004
FoxProresource file CWINNT'SYSTEM32WFOXUSER.DBF

The VACMAN technical support team uses this data to help you troubleshoot. Information on the File Locations
screen includes:

e The version of VACMAN

e The user who is currently logged onto VACMAN

The file location of the VACMAN database files (C drive is not recommended)
e The location of the VACMAN application files

The amount of physical memory used by VACMAN

The location of the VACMAN startup configuration file

The location of temporary file space

The location of the FoxPro start up directory

The location of the current VACMAN directory (C drive is not recommended)
The location of the FoxPro resource file

12
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Run Another Program (Area Codes, Surgery)
The Run Another Program screen provides access to two functions that are of occasional use.

Area Code — Allows mass updates to telephone area codes. Use this feature when the telephone company
reassigns telephone number prefixes to different area codes.

Surgery — Allows direct access to VACMAN database tables. This feature requires the assistance of the
VACMAN Help Desk.

Figure 6 —7. Run Another Program screen.

+ Other Program M= B

Run Another Program

Select program to run:

¥ AreaCode
 Surgery

Exit

Running Another Program

Prerequisite

The person performing either of these functions must have exclusive access to the VACMAN system. This means
that no other users should be logged in to the system during the process.

Step | Action
1 Ensure that all other users have exited the VACMAN system.

2 On the VACMAN At a Glance screen, click the Utilities tab.
3 On the Utilities tab, click the Run Another Program option.
4

On the Run Another Program screen, click either the Area Code button or the Surgery button,
then click the Continue button.

13
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Area Code Utility screen

This screen accesses functions that allow you to make mass updates to telephone area codes based on prefixes.
Use this utility when the telephone company reassigns prefixes to different area codes.

The buttons on the Area Code Utility screen are in logical top-to-bottom order, and reflect the five phases of the

process.
Phase | Button and Description
1 Add/Edit/Delete Area Code Records
Add, edit or delete one area code and its replacement; specify the one, applicable prefix.
2 Update VACMAN Providers using Area Code Records
Update the affected telephone numbers throughout your database.
3 Delete All Area Code Records (Start a New Record set)
Delete the temporary file containing the current set of old and new area codes and prefix. This
allows you to work with another set of area codes and prefix.
4 Pack and Re-Index Area Cord Records
When all changes have been made, use the last button to delete records that are now obsolete, and
re-structure your Area Code table
5 Exit
Use this button to exit the screen.
Notes:

e This function assumes that the phone number prefix (the second set of three digits in a seven-digit phone
number) remains constant.

e This function is not appropriate for editing the number for an individual provider. Use the Enroll Provider
screen - Addresses tab to edit contact information for an individual provider.

Figure 6 —8. Area Code Utility screen.

14
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Making Mass Updates to Telephone Area Codes

Use the Add/Edit/Delete Area Code Records button to enter mass updates to telephone number area codes.

Examples: o All telephone number prefixes in area code 555 need a different area code. Enter the old

and new area codes, and each affected prefix, to make this change.

e Some telephone number prefixes in area code 555 get a different area code; e.g., area
codes 555 with a prefix of 123 (555-123-xxxx) become 999-123-xxxx. Enter the old and
new area codes, and the affected prefix, to make this change.

Step | Action
1 Ensure that all other users have exited the VACMAN system.
2 On the VACMAN At a Glance screen, click the Utilities tab.
Result: The system displays the Utilities tab.
3 | Onthe Utilities tab, click the Run Another Program option.
Result: The system displays the Other Program screen.
4 On the Other Program screen, click the Area Code button.
Result: The system displays the Area Code Utility screen.
5 On the Area code Utility screen, click the Add/Edit/Delete Area Code Records button.
Result: The system displays the Area Code screen, along with the VACMAN toolbar.
6 On the Area Code screen, click the Add = button on the VACMAN toolbar.

Result: The system opens the enterable fields.

Enter the current (old) area code. This is the area code you need to replace.

Enter the replacement (new) area code.

Figure 6 9. Area Code Utility screen.

15
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Making Mass Updates to Telephone Area Codes (Continued)

Step | Action

10 | Enter the three-digit prefix that is affected by the change in area code.

11 | Onthe VACMAN toolbar, click the Save l&l button.

Result: The system saves the change you specified to a temporary file. The system has not
updated the database.

12 | Onthe Area Code screen, click the Exit button.
Result: The system returns you to the Area Code Utility screen.

13 | Repeat these steps for each area code change you need to make.

14 | If you need to edit or delete any of the changes you entered, use the VACMAN toolbar
Edit B button and Delete . button.

15 | When you have entered all area code changes affected by the telephone company’s change, re-
access the Area Code Utility screen. Click the Update VACMAN Providers using Area
Code Records button.

Result: The system scans all provider telephone numbers in your database, and updates all
records affected by the changes indicated in the temporary file (see Step 11). The system
indicates its progress and notifies you when the updates have been completed.

16 | Verify provider records to ensure that the desired changes occurred.
If No, see Step 14. If Yes, see Step 15.

17 | On the Area Code Utility screen, click the Delete All Area Code Records (Start a New
Record Set) button.

Result: The system marks for deletion the records you saved to the temporary file during this
maintenance session (see Step 11). An informational message instructs you to Pack and Re-
Index to complete the deletion (see Step 18).

18 | Onthe Area Code Utility screen, click the Pack and Re-Index Area Code Records button.

Result: The system does the following:

o Empties the temporary file (see Steps 11 and 17).
o Reorganizes your Area Codes table.

16
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Surgery

Some issues can be resolved only with the VACMAN Surgery function, which allows users direct access to the
project’s VACMAN database. You can add, change, and delete data as required.

Surgery requires the assistance of the VACMAN Help Desk for the following reasons:
e Itis a password-protected function, and the password changes every day.

e A manual edit of the database must not occur without an analysis of the potential impact throughout the
database. Only a VACMAN programmer can perform this analysis.

All other users, other than the person performing the surgery, must exit the VACMAN system during this
function.

Contact the VACMAN Help Desk for further information about, and assistance with, this function.

Figure 6 —=10. Surgery Password screen.

Enter Password:

oK | gan[:ell

17
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Import and Export

Prerequisite

The person performing either the import or export functions must have exclusive access to the VACMAN system.
This means that no other users should be logged in to the system during the process.

Import

The import utility provides a means of importing data files into the VACMAN system from a variety of
externally-created data formats. The system can import any of the following data sets:

Distributions from project depots

Other distributions — non-depot, including returns of vaccines, reporting of spoilage, waste, expiration, or
transfers between providers

Varicella order data
Provider information
Enrollment information
Physician information
Provider inventory
Doses administered
New varicella orders

You can import these files in the following formats:

Data set Output file formats

.dbf Database format allows use of a standard database file — either a legacy version of FoxPro,
Dbase, or the latest version of FoxPro.

Axt Comma delimited format is a text based file that separates each data element with a comma.

.sdf Standard data file is also a text based file that separates each data element with a specific number
of spaces.

Xls Excel spreadsheet file.

wkl Lotus spreadsheet file.

Notes:

The import function does not import old VACMAN data into a new release of VACMAN. Data conversion to
a new release occurs during the new release installation of the VACMAN system.

If the target file is an Excel or Lotus worksheet, the VACMAN system does not copy more than 16,383 or
8,191 records, respectively.

For more information, see “Import Functional Specifications,” Appendix E.

18



VACMAN 3 User Guide
Chapter 6 - Utilities

Importing Data

Prerequisite

The person performing the import function must have exclusive access to the VACMAN system. This means that
no other users should be logged in to the system during the process.

Step | Action
1 Ensure that all other users have exited the VACMAN system.
2 On the VACMAN At a Glance, click the Utilities tab.
3 Select Import Data into VACMAN.

Figure 6 —=11. Import Options screen.

Fd ¥ accine Management [VACMAN] - Production
Data Setup Reportz Ublties Help  Esit

IHPI]FIT OPTIONS Ed
Description of file to import: File type:
= Distribution {via Project Depot) * DBF - database file
" Distribution (Other Transactions) = TXT - ASCH comma delimited
= Varicella Order data " SOF - ASCI fixed length

" Provider data

" Enrollment data

" Physicians

" Provider Inventory data

" Doses Administered data

" Import New Varicella Orders

i~ ¥LS - Excel 4.0 spreadsheet
" WK1 - Lotus spreadsheet

Import Type:

= Import Archived Records
i~ Update Existing Records
" Add Mew Records

Source filename:
Pick file I

Continue Exit

5 On the Import Options Screen, select the data set you wish to import.
Select the Import file format you wish to use.

For all data sets other than Import New Varicella Orders, an option box is available in the bottom left
corner of the screen, It allows you to select an import operation.

19
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Use this Import

To do the following:

Type option...
Import Reinsert records previously moved out of VACMAN with the Export — Move option.
gmh'\éed Warning — Data imported using this option is not error checked, other than to insure that the
ecords file used for import is properly formatted. The VACMAN team strongly recommends that you
do not alter these export files in any way, since you may damage the integrity of your active
data.
Update Permit data which has been changed after export to update the active records. New records
Existing which cannot be matched to an existing record are ignored. ALL data which is imported using
Records this method is be subjected to the same error checking as would be used during standard
keyboard entry. If any critical errors are found, they are recorded to a separate table which the
user may save and review later, and the system rejects the entire import file.
Add New Import only new records. Duplicates are ignored.
Records
Figure 6 —12. Import Options screen, Add New Records option selected. Note that the
Automatic Options fields are visible.
Adding New
Records via

Project Depot

Import Options

File type:

{* DBF - database file

" TXT - ASCIl comma delimited
" SDF - ASCI fixed length

" XLS - Excel 4.0 spreadsheet
" WK1 - Lotus spreadsheet

Description of file to import:

= Distribution {via Project Depot)
" Distribution {Other Transactions)
 Varicella Order data

 Provider data

 Enrollment data

i Physicians

" Provider Inventory data

" Doses Administered data

" Import New Varicella Orders

Awmtomatic Options:

Import Type:

" Buto Assign Lot

" Import Archived Records
" Update Existing Records
& Add New Records!

= Auto Assign Date
Jozin4r2004

Source filename:

Pick file | I

Conmtinue Exit

Auto Assign
Lot

Use the Auto Assign Lot radio button to permit the program to automatically assign a lot
number to the vaccine if that data has been left blank in the import file.

Auto Assign
Date

Use the Auto Assign Date radio button to activate a text box that you may enter a date into. If
you leave the Date field blank, the program enters the current date into the incoming records
automatically.

20
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If you are importing new varicella orders, an option box allows you to select a Fund Code and State PO number.
The system subsequently provides this data of the applicable fields are blank.

Figure 6 —13. Import Options screen, Import New Varicella Orders option selected. Note that the Auto-
Assign fields are visible.

Import Options

Description of file to Import: File type:
" Distribution {(via Project Depot) i* DBF - database file
" Distribution {Other Transactions) " TXT - ASCI comma delimited
" Varicella Order data i~ SDF - ASCI fixed length
" Provider data " XLS - Excel 4.0 spreadsheet
" Enrollment data " WK1 - Lotus spreadsheet
" Physicians
" Provider Inventory data
" Doses Administered data
i Import New Varicella Orders:
[T Buto-assign when empty

Funid Code: I 'l

State PO#

Source filename:
Pick file I

Continue Exit

Notes:

o File format is very important. To prevent any possibility of harm to the active data files, the import facility
first checks in incoming data file for proper format. If the file does not match the expected structure, you will
be alerted and the import operation will be aborted. Please review the appendices for detailed instructions on
the proper formats for each data set and file type. One easy way to make sure the proper format is being used is
to use the export utility to build a dummy file and then use this file as a template for the new data.

e Error checking is extremely detailed. Older data may not be able to be imported without extensive
corrections as the error checking criteria in some older variations of VACMAN were not as stringent as they
are in the latest release of VACMAN.

o If a critical error occurs in imported data, the system rejects the entire file and aborts the operation. You can
review the errors, and save the errors in a standard database formatted file of your choice. You can review the
data by importing it into Excel or Access.
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Export

The Export Utility provides a way to exporting data files from VACMAN into a different data format for use in
external applications such as Excel, or for use in other data-centric programs. The Export Utility exports any of
the following data sets:

e Distributions from project depots

e  Other distributions — non-depot, including returns of vaccines, reporting of spoilage, waste, expiration, or
transfers between providers

e Varicella data

e  Provider information

e Enrollment information
e Physician information
e  Provider inventory

e Doses administered

You can export these data sets in the following file formats:

Data set | Output file formats

.dbf There are two database formats — legacy format for older version of FoxPro and Dbase, and visual
format for the latest version of FoxPro (these data also can be reviewed with Access).

xt Comma delimited format is a text based file that separates each data element with a comma.

sdf Standard data file is also a text based file that separates each data element with a specific number of
spaces.

Xls Excel spreadsheet file.

wkl Lotus spreadsheet file.

Exporting Data

Prerequisite

The person performing the export function must have exclusive access to the VACMAN system. This means that
no other users should be logged in to the system during the process.

Step | Action

1 Ensure that all other users have exited the VACMAN system.

2 On the VACMAN At a Glance screen, click the Utilities tab.

3 Select Export data (copy or archive VACMAN data).
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Figure 6 —14. Export Options screen.

EdE<PoRT M= E
Select a file to export: Select All or a range for PIN or Date
+ Distribution data (via Project Depot PIN: Starti
" Distribution (Other Transactions) Al arting: |
 Varicella Order data " Range  Ending: |
" Provider data
" Enrollment data Transaction Date:
" Physicians & Al Starting: | I,
 Provider Inventory data C Range  Ending: [ ;7

" Doses Administered data

¥ Copy - Export a copy of the data
&+ dbf - Database file (FoxPro 2.X format) " Move - Export data and delete

i~ dbf - Database file (Visual FoxPro format)
 txt - ASCH comma delimited
= _sdf - ASCI fixed length

Distribution (e
Coas
 sananed foods 23

" s - Excel spreadsheet © tinusable mades 3.7, 14158
= .wk1 - Lotus spreadsheet O sty bbwn Providers mole B
Continue Exit Preview

4 On the Export Options screen, select the file you need to export, from the top left of the screen.

5 Select the file format you are exporting to, from the bottom left of the screen.

6 You can optionally select to export all data, or specify a date and PIN range, from the right of the screen.

7 Select either the move or copy option.
Warning! - The Move option copies data to your export file and then removes that data from your active
files. The VACMAN team recommends that you Back Up and Pack before performing the Move option,
so that you can restore your data in the event the files are lost or corrupted.

8 If you choose the Distribution (Other) dataset, the system activates a final option set on the bottom right
corner of the screen. This allows you to export all files or a subset of them.

9 | After making your selections, you can preview the data to be exported. To do this, click the Preview

button.

Click the Continue button to initiate the export action.

Result: The system does the following:

o Provides the opportunity to either use the VACMAN-generated file name, or rename the file.
e Exports your data to the file you selected.
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Exchange Data with CDC via Internet

Prerequisites

You must know the location of your project’s VACMAN system data directory. To determine the
location, do either of the following:

e On the VACMAN At a Glance — Utilities tab, click the Display Vacman File Locations option. On the
File Locations screen, note the Original Location of Databases field. This is where your VACMAN data
directory is located. If the file path is lengthy, the information might be truncated on this screen.

e Contact your IT Support staff.

You must have a Secure Data Network (SDN) digital certificate to perform this function, and know
your SDN challenge phrase. The certificate and phrase are associated with a specific user and computer.
This allows access to the CDC SDN, which is the means of exchanging data with CDC on the internet.

Your challenge phrase should be on the VACMAN Add/Modify Users screen; see “Authorizing a User to
Transmit,” Chapter 1.

Your project manager can authorize up to three people at your project to access the VACMAN system
through the SDN. These three people request digital certificates with access to your project's vaccine
management activity on the SDN.

If you do not already have a digital certificate, contact your project manager or the VACMAN Help Desk for
assistance.

For more information about requesting a certificate, see “SDN Enrollment,” Appendix C.

CDC SDN Technical Support CDC VACMAN Help Desk
Phone: 800-532-9929 Phone: 400-639-8303
(770-216-1276 in Atlanta ) Fax: 404-638- 5413 or 404-639-8555
Email: cdcsdn@cdc.gov Email: vacman@cdc.gov
Web:  http://www.cdc.gov/nip/vacman

Recommendations

For best results, the VACMAN team recommends the following:
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Exchange data with CDC at least once within the first five days of each calendar month. The Exchange
process automatically sends the information needed for the Vaccine Allocation Summary report, but CDC
must receive the data on or before the fifth of the month.

Exchange data with CDC at least once a day.
Perform the exchange function when the fewest number of VACMAN users are adding or editing records.

Perform the backup function immediately after exchanging data with CDC. For more information, see
“Backup and Pack Database Tables,” Chapter 6, Utilities.
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Accessing the Exchange Function

Use these instructions to access the exchange function.

Step | Action

1 On the VACMAN at a Glance screen, click the Utilities tab.
Result: The system displays the Utilities tab.

2 On the Utilities tab, click the Exchange Data with CDC via Internet option.

Result: The system displays the VACMAN Exchange Data with CDC screen. Note that the
steps for the exchange process are sequentially numbered, 1st through 5th.

Figure 6 - 1. VACMAN - Exchange Data with CDC screen.

P exchange Data with CDC - Yersion 3.0.5261 (Bet

Receive
1 St Ingtructions and Link to COC SDM
Orders Updated
2 n d Frocess Received Data Packanes 0 Bulk
0 “ancela
Transmit Options
3 rd Records
0 [ Wacoihe Orders Wiy
0 [ Bl Feceipts Nie
0 T | Rrowider [hformation WiE
[ iinclude STOCK. data for QA
4t h [Fenerate package | Send Data Package
5t h [ 1 affirm that | uploaded the file {shown below) to COC error free.
E xit |

3 On the VACMAN Exchange Data with CDC screen, click the 1st step button, Instructions
and Link to CDC.

Result: The system displays the Exchanging Data with CDC — Microsoft Explorer Provided
by the National Immunization Program — Exchange Instructions screen, Figure 6 - 2.
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Accessing the Exchange Function (continued)

Step | Action

4 On Figure 6 - 2 below, note these links:

Receive data from CDC
Click here to connect to the VacMan SDN Secure WebSite to download files.

Send data to CDC
Click here to connect to the VacMan SDN Secure Website to send the above file(s)

Figure 6 - 2. Exchanging Data with CDC — Microsoft Explorer Provided by the National Immunization
Program - Exchange Instructions screen (partial view).

Requirements:;

Receive data from
CDhcC

—)

Send data to CDC

Digital Certificates

Access to SDN

Exchange Instructions

Important! Before you begin, you must have a digital certificate as described belowl

YachMan SON requires a digital certificate he requested and received by authorized person
your program, and installed within a compatible browser in order o exchange data. You sh
already requested, received, and installed a digital ceriificate from CDC prior to using this fi
cannot exchange data with CDC if you do not have a CDC issued digital cerificate.

Perform the following steps to exchange information with CDC.

Be ceriain that you save any files downloaded from CDC into the appropriate YachMan folde
herea:

C:\VACMANS\DATAIRCW\

Click here to connect to the VachMan S0ON Secure WebSite 1o download files.

Choose your program’s “VACMAN" Activity from the approved activity list, then choose “Re
from CDC." in the "Secure File Transfer” box.

Be cerain that you upload the following file(s) to CDC: (These files represent data package
o be uploaded to the VacMan SDOM Server to he processed.)

No packages to upload at this time.

Click here to connect to the VachMan SDN Secure WebSite 1o send the above fileis).

Choose your program’s “VACMAN" Activity from the approved activity list, and choose “Sen
CDC"in the *Secure File Transfer” box.

Problems / Support

If you do not already have a digital certificate for exchanging data with CDC, with access to
program's "Vaccine Management” activity, check with your program manager, COC SDMN S
VacMan Support for assistance.

Your program manager should identify three people at your program with authorized acces
YacMan SDM. Those three personnel should then request digital certificates with access
program's "Vaccine Management” activity on CDC's Secure Data Metwork.
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Accessing the Exchange Function (continued)

27

Step

Action

4
cont.

On the Exchange Data with CDC -- Exchange Instructions screen, Figure 6 - 2, previous page,
click this link to receive data from CDC:

Receive data from CDC
Click here to connect to the VacMan SDN Secure WebSite to download files.

Note: You must perform the Receive Data process first, regardless of whether there are data
to receive.

Result: The system displays the SDN Login - Client Authentication screen, with your SDN
certificate name.

Figure 6 - 3. SDN Login - Client Authentication screen.

Client Authentication d s

— |dentification

The 'eb zite you want ba view requests identification.
Select the certifizate to uze when connecting.

STIOOSTUOD

More Info... | e Eertificate...l

0k I Cancel |

On the SDN Login - Client Authentication screen, verify that the system is displaying your
SDN certificate, then click the OK button.

Result: The system displays the SDN Login - Challenge Phrase screen, Figure 6 - 4.
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Accessing the Exchange Function (continued)
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Step | Action

5
cont.

Figure 6 - 4. SDN Login - Challenge Phrase screen.

Secure Data Network

WARMNIMG

Thiz iz a U8, Governrment cormputer system, which may be accessed and used only for official government business by
authorized personnel, Unauthorized access or use may subject violators to criminal, civil, and/or adrministrative action. Thare
is no right to privacy on this systern, All information on this computer systern may be monitored, intercepted, recorded, read,
copied, and shared by authorized personnel for official purposes induding criminal investigations, Access or use of this
sustern, whether authorized or unauthorized, constitutes conzent to these terms. (Title 13, LL5.C.)

Please enter your challenge phrase:

|

Submit |

Forgot your challenge phrase? Click here

6 On the SDN Login -

Submit button.

Challenge Phrase screen, type your SDN challenge phrase, then click the

Note: If you forget your challenge phrase, you can click the indicated link and enter a
replacement phrase. The system then disables all activities until the program
administrator approves the certificate.

The VACMAN team recommends that if you forget your challenge phrase, call the Help

Desk for assistance before you begin the exchange. The phrase should be on the

VACMAN Add/Modify Users screen; see “Authorizing a User to Transmit,” Chapter 1.
Result: The system verifies the phrase, then displays the SDN Activity List screen.

Figure 6 - 5. SDN — Activity List screen.
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Accessing the Exchange Function (continued)

Step | Action
7 On the SDN Activity List screen, click the applicable project for this receipt of data from CDC.
(Some states have multiple projects.)
Result: The system displays the SDN Secure File Transfer screen, Figure 6 - 6.
8

Go to the next topic, “Receiving Data from CDC,” page 30.
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Receiving Data from CDC

Use these instructions to receive data from CDC.

Step | Action
1 Access the SDN Secure File Transfer screen. For more information, see the previous topic,
“Accessing the Exchange Function,” beginning on Page 25.
Figure 6 - 6. SDN - Secure File Transfer screen.
Secure File Transfer
- Feceive Files from COC |
SendFilesta CDC |
Return to SOMN Home
2 On the SDN Secure File Transfer screen, click the Receive Files from CDC button.

Result: The system does the following:

= Provides a message that indicates that the process may take several minutes.

= Retrieves all files available for your project to receive from CDC.

= Displays the SDN Secure File Download screen, Figure 6 - 7. It lists the . ZTP files
available for your project to receive.

Figure 6 - 7. SDN - Secure File Download screen.

CDC SECURE DATA NETWORK

Secure File Download

Name Description

File(s) to
Download

# r |CODAFNXB.ZIP |

- Download | S0ON Home |

Note: If no files are available for download, the screen displays the following message:
Currently, no file is available for download.

If there are no files to receive, do the following:

a) Click the close window button at the top right of the internet screen.
Result: The system closes the SDN connection. The VACMAN Exchange Data
with CDC screen remains.

On the VACMAN Exchange Data with CDC screen, click the Process Received
Data Packages (2nd step) button. Go to Figure 6 - 13, and resume these Exchange
instructions from that point.
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Step | Action
3 On the SDN Secure File Download screen, Figure 6 - 7, perform BOTH of these steps:
a. Use the check boxes to select one or more files to receive, then
b. Click the Download button.
Result: The system displays the SDN AppletFile Download screen, Figure 6 - 8. It lists the
file(s) you selected on the previous screen, SDN Secure File Download screen, Figure 6 - 7.
Figure 6 - 8. SDN - AppletFile Download screen.
== AppletFile Download -0l x|
@ Do wou want bo download the requested files from zerver zdn.cde.goy
to a directary on wour hard disk?
haon downloads \WACHANNCDDNCOOARNXE ZIP
)+ ves | 2 Mo |
4 On the SDN AppletFile Download screen, click the Yes button.

Result: The system displays a standard Windows Save As screen, Figure 6 - 9, which displays
the name of the file you are receiving in the File name(s) field. From the Save As screen, you
can navigate to your project’s VACMAN Data directory, which contains a folder named RCV
(Receive). The file you are receiving must be placed into the RCV folder.

Note: You must know the location of your project’s VACMAN Data directory. To determine
the location, do either of the following:
e On the VACMAN At a Glance — Utilities tab, click the Display Vacman File
Locations option. On the File Locations screen, note the Original Location of
Databases field. This is where your VACMAN Data directory is located. If the
file path is lengthy, the information might be truncated on this screen.

e Contact your IT Support staff.

Figure 6 - 9. Save As screen (Receive process, initial browse screen).

I 1Save As 0] x|
Loak in: IN}'COFﬂDUtEf Q Iﬂ_E SH Set
Mame |
= &
= C:
= D:
= M:
= 5
-File namels}  [COOAFMYE ZIF N
Files of type: | All Files [*.4] =[x Cancell
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32

Step

Action

5

From the Save As screen, Figure 6 - 9, DOUBLE-click the letter for the drive that contains
your project’s VACMAN Data directory. Continue to DOUBLE-click throughout this
navigation path until your VACMAN Data directory is in the Look in: field at the top of the
screen. See Figure 6 - 10; in that example, the Data directory is called “VacmanTraining2004.”

When you have opened your project’s VACMAN data directory, do BOTH of the following:
a. DOUBLE-click the RCV (Receive) folder to select it.

b. Click the OK button.

Figure 6 - 10 and Figure 6 - 11 represent the last two screens in the navigation path.

Figure 6 - 10. Save As screen (Receive process, with RCV folder selected).
' =10l x|

Set

< Save As

S\ acmanTraining2004%

Loaok in:

MName

1 |

(20 =MIT

=] actref.dbf

=] ALLVACCDR
=] ALLVAC.DEF
=] AREACODE.CDK
=] areacode.dbf
=] auditDEF

=] Cat1.DBF

=] CatzDEF
[

File name(s).  [CODAFMVE ZIP M
Files of type: |4l Files [%.%] =1} Cancell

Result: The system displays a final Save As screen, Figure 6 - 11, that shows your file(s) in the
RCV folder. In Figure 6 - 11, note that the folder titled RCV is at the top of the screen, in the
Look In: field. In addition, the file you are receiving is shown in the center section of the
screen, under the heading Name, and at the bottom of the screen in the File name(s) field.

Figure 6 - 11. Save As screen (Receive process, final browse screen),
with .ZIP file in RCV folder.

=131x]

Set

Look ir: [5:WWacmanTraning20040RE +| [i= £

M arne |
i
(23 temp
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Step

Action

6

When your file is in your project’s VACMAN Data directory, RCV (Receive) folder, Figure 6
- 11, click the OK button.

Result: The system saves the file you just received in the RCV folder. It closes the Save As
screen. The SDN Secure File Download screen remains.

Figure 6 - 12. SDN — Secure File Download (re-display).
CDC SECURE DATA NETWORK

Secure File Download

File(s) to
Download

| r |CODAFNXB ZIF |

Name ‘ Description

Download | SON Home |

On the SDN Secure File Download screen, click the Close Window button at the top right
corner of the internet screen.

Result: The system does the following:

o Closes the SDN Secure File Download screen. You are no longer on the Secure Data
Network.

¢ Re-displays the VACMAN Exchange Data with CDC screen. You are still in the VACMAN
system.
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Receiving Data from CDC (continued)

Step | Action
7 Figure 6 - 13. VACMAN - Exchange Data with CDC (*1-5") screen, 2™ step.
cont EHl:hange Data with CDC - Yersion 3.0.5261 (Beta aee—— =]
— Receive
1 St |§Instluctions and Link to COC 5D i

Orders Updated

2 n d - Frocess Received Data Packages | 0 Bulk

0 Vaicella
— Transmit Dptions
3 rd Records
0 [ ancie Drders ey
D [ Eulk Receints sieny
0 ™| Provider formation Sl

™ Include STOCK, data for B,

4t h Generate package | Send Data Package |

5t h [~ 1affirm that | uploaded the file {(shown below) to CDC error free.

E it |

8 On the VACMAN Exchange Data with CDC screen, click the Process Received Data
Packages (2nd step) button; see Figure 6 - 13. This function updates your database with the
data you just received.

Results:

The system does the following:

e Uses the just-received data to update your project’s records.
o Indicates its update progress.

o Updates the Orders Updated portion of the Exchange Data with CDC screen, Figure 6 - 14,
which indicates the number of orders updated as a result of this processing.

(Results continued next page)
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Step | Action
8 Figure 6 - 14. Processing Complete screen.
cont.

EExchange Data with €DC - ¥ersion 3.0.5261 (Beta) x|

1st
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2nd
3rd

4th

Processing complete x|

There were:
1 packages, with l

Orders Updated

|§Process Received Data Packages I 10 Bulk _
0 Varicella

2 files processed, and
10 recotds updated.

For details, see 03/01/04 11:34:55 transmit Iog._

5t h [ 1 affirm that | uploaded the file (shown below) to CDC error free.

E it |

Results (continued):

¢ Displays the VACMAN Processing Complete screen, Figure 6 - 14, which summarizes
processing activity. The following table describes the values on this screen.

There were: < Value >

Description

< n > packages

The number of ZIP files that the system found in the RCV
(Receive) folder, when you clicked the Process Received
Data Packages button. If you downloaded any files, the
number of packages must be 1 or more.

¢ To review file download locations, see the --
Secure File Download screen, Figure 6 - 7, and the
SDN AppletFile Download screen, Figure 6 - 8.
e To review the RCV folder and ZIP file location, see the
Save As screens, Figure 6 - 10 and Figure 6 - 11.

e To review the Process Received Data Packages button
location, see the VACMAN Exchange Data with CDC
screen, Figure 6 - 13.

< n > files processed

The number of tables the system updated.

If this value is 0 files processed, either the CDC did not
send any status information, or you attempted to re-process a
previously-received package.

< n > records updated

The number of status records and others that were updated.
The number varies, depending on what was sent and whether
the data was valid.

This screen also directs you to a specific transmit log for details about this processing. For
more information about the transmit log, see “VACMAN Help Menu,” Chapter 1.
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Step | Action
9 On the VACMAN Processing Complete screen, Figure 6 - 14, click the OK button.
Results:
e The system closes the VACMAN Processing Complete screen. This receive process is
complete.
e The VACMAN Exchange Data with CDC screen, Figure 6 - 14, remains. You are still in the
VACMAN system.
10 | Go to the next topic, “Sending Data to CDC,” page 37.
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Sending Data to CDC

Use these instructions to transmit data to CDC.

37

Step | Action
1 On the VACMAN Exchange Data with CDC screen, note the 3" step, Transmit Options.
The VACMAN Exchange Data with CDC screen, Figure 6 - 15, displays the record counts
from your database that are in the package. To view details of these records, click the
applicable View button.
You can optionally check the Include STOCK data for QA (quality assurance) box. This
generates an on-hand inventory listing that can be included in the current transmission. This
option is applicable only if CDC requests that you include this data in the transmission.
Figure 6 - 15. VACMAN - Exchange Data with CDC screen (partial view), with record
counts.
— Tranzmit Options
3 rd Reconds
- 8 ¥ “accine Oiders Wieny _
5 [ Bulk Receipts iy
200 W Provider Information ey
[ Include STOCK data for D&
4th - Generate package | Send Data Package
2 On the VACMAN Exchange Data with CDC screen, Figure 6 - 15, click the Generate

Package (4th step left) button.

Result: The system does the following:

o Accesses your database and collects all records that are applicable for this transmission:
orders, bulk receipt information, and provider data that has been added or updated but not yet
transmitted to CDC. If you checked the Include STOCK data for QA box, the system also
collects those records.

¢ Displays the VACMAN Package Generated screen, which shows a specific, system-
generated package name and its current location (path).

Figure 6 - 16. VACMAN - Package Generated screen.

3 r Package generated 5'

-F‘ackage: s:lwacmantraining 2004 :mitpkasyCO0AFNEZ ZIP
has been generated in the S:\YACMANTRAIMINGZ004) XMIT PGS, Folder,
Flease remember this file's PATH and MAME as you will
need ko specifiy this EXACT file ko upload it to COC SOM,

4 t ITI Cancel
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Step

Action

3
-

On the VACMAN Package Generated screen, Figure 6 - 16, do the following:

a) Record the package name and location path as shown on the VACMAN Package
Generated screen; you will need this information shortly. This is where the system stores
data that it is sending to CDC. The file path includes your project’s VACMAN Data
directory.

The path includes folders named XMIT (Transmit) and PKGS (Packages). The file name’s
first two letters are the abbreviation of your project or state. The file name extension is
.ZIP.

b) Click the OK button.
Result: The system closes the VACMAN Package Generated screen, then displays the
VACMAN Package Instructions screen, Figure 6 - 17.

Figure 6 - 17. VACMAN - Package Instructions screen.

Package Instructions x|
3' Package: COOAFMXZ . ZIF created koday at 13:21:42
in the SHYACMANTRAIMINGZ004)MITYPKGES), Folder
iz ready ko be sent ko CDC,

Be sure vou 'Mavigate' to this Folder and choose this package to be uploaded
while connected to the COC SOM site.  Yau will now be connected.

41 W Caneel

Ensure that you recorded the package and folder names; then, on the VACMAN Package
Instructions screen, Figure 6 - 17, click the OK button.

Result: The system does the following:
o Closes the VACMAN Package Instructions screen.
« Displays the SDN Login Client Authentication screen, Figure 6 - 18.

Note: Use the Send Data Package button (4™ step, right button) only if a previously
generated package has not been transmitted. You will not be able to generate another
package until the previous package has been transmitted.
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Step

Action

4
cont.

Figure 6 - 18. SDN Login - Client Authentication screen, Send process.

2x|

I Client Authentication

— Identification

The ‘web site you want to view requests identification,
Select the certificate to uge when connecting.

Hore Info... | Wiew Certificate...l

ak I Cancel |

On the SDN Login Client Authentication screen, verify that the system is displaying your SDN
certificate, then click the OK button.

Result: The system displays the SDN Login Challenge Phrase screen, Figure 6 - 19.
Figure 6 - 19. SDN - Challenge Phrase screen, Send process.

Secure Data Network

is

This is a U.5, Government cormputer systern, which may be accessed and used only for official government business by
authorized personnel, Unauthorized access or use may subject violators to crirninal, civil, and/ar adrministrative action, There

copied, and shared by authorized personnel for official purposes including criminal investigations, Access or use of this
systern, whether authorized or unautharized, constitutes consent to these terrms, (Title 18, L.5.C.)

WARNING

no right to privacy on thiz systern, All information an this computer system may be monitored, intercepted, recorded, read,

Please enter your challenge phrase:

Submit |

Forgot your challenge phrase? Click here

On the SDN Login Challenge Phrase screen, type your SDN challenge phrase, then click the
Submit button.

Note:

If you forget your challenge phrase, you can click the indicated link and enter a
replacement phrase. The system then disables all activities until the program
administrator approves the certificate.

The VACMAN team recommends that if you forget your challenge phrase, call the Help
Desk for assistance before you begin the exchange. The phrase should be on the
VACMAN Add/Modify Users screen; see “Authorizing a User to Transmit,” Chapter 1.

Result: The system verifies the phrase, then displays the SDN Activity List screen, Figure 6 -

20.
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Step | Action
6 Figure 6 - 20. SDN — Activity List screen.
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7 On the SDN Activity List screen, Figure 6 - 20, click the applicable project for this
transmission of data to CDC. (Some states have multiple projects.)
Result: The system displays the SDN Secure File Transfer screen.
Figure 6 - 21. SDN - Secure File Transfer screen, Send process.
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8 On the SDN Secure File Transfer screen, click the second button, Send Files to CDC.

Result: The system displays the CDC Secure Data Network (SDN) - Secure File Upload
screen, Java Applet version, Figure 6 - 24, from which you can navigate to the package

generated at Step 2.
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Step | Action

8 Two versions of the SDN Secure File Upload screen are available, Java applet (the system
cont. | default), and Applet. If applicable, click the link at the bottom of the screen to access the

version you need.

Note: If you use the non-applet version, some of the screen titles and buttons might differ
slightly from those shown in the following samples.

Figure 6 - 22. SDN - Secure File Upload screen,
Applet version.

Secure File Upload

File to upload:

| Browse... i
Comments:
=
(i
Upload SDM Home

Figure 6 - 23. SDN — Secure File Upload screen,
Java-applet version. This is the default.

Secure File Upload

Files to upload:

[ Add

Comments:

Upload SDN Home

Chck here for java-applet version.

- Click here for non-applet version

9 Do one of the following:

e Onthe SDN Secure File Upload Java applet screen, Figure 6 - 23, click the Add button.
e Onthe SDN Secure File Upload applet screen, Figure 6 - 22, click the Upload button.
Result: The system displays the SDN Select Files to Upload screen, from which you can
navigate to the XMIT\PKGS\< filename > folder. This is the file information that you
recorded at Step 3 a) of this process; see Figure 6 - 17.

Figure 6 - 24. SDN - Select Files to Upload screen, initial browse screen.
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10 | On the SDN Select Files to Upload screen, DOUBLE-CLICK the applicable drive letter and

in this navigation process.

folders to navigate to your project’s VACMAN Data directory. The Data directory contains the
XMIT (Transmit) folder, which in turn contains the PKG (Package) you are sending. The
following screen samples, Figure 6 - 25 through Figure 6 - 27, represent the final three screens
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Step Action
ngt Figure 6 - 25. SDN - Select Files to Upload screen (Send process, XMIT folder).
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Figure 6 - 26. SDN - Select Files to Upload screen (Send process, PKGS folder).
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Figure 6 - 27. SDN - Select Files to Upload screen (Send process, file name selected).
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Step Action
11 On the SDN Select Files to Upload screen, Figure 6 - 27, locate and select the correct . ZIP
file, then click the OK button.
Result: The system closes the SDN Select Files to Upload screen. The CDC Secure Data
Network - Secure File Upload screen remains, and displays the file you selected in the Files to
Upload field..
Figure 6 - 28. SDN - Secure File Upload screen, with file.
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12 Ensure that the system is displaying the file you selected on the SDN Select Files to Upload

screen, Figure 6 - 27, on the CDC Secure Data Network - Secure File Upload screen, Figure 6

- 28. Then, on the CDC Secure Data Network - Secure File Upload screen, Figure 6 - 28, click

the Upload button.

Result: The system displays the SDN Applet File Upload screen.
Figure 6 - 29. SDN - AppletFile Upload screen.
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13 | On the SDN AppletFile Upload screen, Figure 6 - 29, click the Upload button.
Result: The system displays the CDC SDN File Upload Complete screen. Your package has
been sent to CDC. If you do not see this message, the transmission to CDC was not successful.
Figure 6 - 30. CDC SDN - File Upload Complete screen.

Explorer provided by National Immunization Program
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SDN HOME

14 | Note that your package has been sent to CDC; the transmission was successful. Then, on the

CDC SDN File Upload Complete screen, click the close window button in the upper right
corner of the internet screen.

Result: The system does the following:
o Closes the SDN connection; you are no longer on the Secure Data Network.

e The VACMAN Exchange Data with CDC screen remains. You are still logged in to the
VACMAN system.

15 | Onthe VACMAN Exchange Data with CDC screen, click the 5" step check box: I affirm that
I uploaded the file (shown below) to CDC error free (see Figure 6 - 31).

Result: The system displays the VACMAN Confirm Package Sent to CDC screen, Figure 6 -
31, which you can use to verify that the correct data was sent.

Note the information regarding removal of the data package. Once a package has been sent,
clicking this check box allows the system to remove data from the package. Unless this
happens, you will not be able to generate a subsequent package. Only one package can exist in
the system.
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15
cont.

Figure 6 - 31. VACMAN - Confirm Package Sent to CDC screen.
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16

Ensure that you saw the CDC SDN File Upload Complete screen, Figure 6 - 30. Then, on the
VACMAN Confirm Package Sent to CDC screen, Figure 6 - 31, click the OK button.

Result: The system does the following:
e Removes the data package containing the file just sent to the CDC from the XMIT folder.

¢ Displays the VACMAN Confirmed Package Sent to CDC screen, Figure 6 - 32, which
indicates that transmitted orders should now have the status, “Pending.”

Figure 6 - 32. VACMAN - Confirmed Package Sent to CDC screen.
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17

On the VACMAN Confirmed Package Sent to CDC screen, click the OK button.
Result: The system closes the VACMAN Confirmed Package Sent to CDC screen.

18

On the VACMAN Exchange Data with CDC screen, click the Exit button.
Result:

e The system closes the VACMAN Exchange Data with CDC screen. This Send process is
complete. You are still in the VACMAN system.

o The system generates two email messages. The first acknowledges the receipt of file(s); the
second notifies you that data processing is underway.

e As processing occurs, orders transmitted become receipts instead of orders.

19

Proceed to the next topic, “Backup Database Table(s),” Page 46.
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Note: For more information, see “Backing Up Database Tables,” Chapter, 6, Utilities.

Performing a Backup

Immediately after each exchange of data with CDC, perform the backup function. This is the most important
time for your project to back up your database.

Even if you do not transmit every day, do perform a backup every day.

These precautions ensure that current order status data is retrievable, should you experience data corruption or
system malfunction that requires restoration from a backup.

Note: CDC cannot back up or restore your data.

Important procedure in the event of data corruption

If you have recently experienced data corruption problems, or have recently restored data from a previous backup
(older data), you can help avoid problems with rejected orders if you perform an exchange function. Receiving
data from CDC provides your project with the most recent CDC updates.

Note: Performing an exchange does not restore data that was lost after you received updates from CDC.

**k%
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